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Interviewing Skills
Course Overview

The interview is frequently perceived simply as a selection device but it is in fact a vital management tool used on a daily basis by managers. Selection, appraisal, counseling, discipline and exit interviews all provide opportunities to develop a more productive and constructive employment relationship, but only if they are handled well! 

The focus of this3-day  course is on learning to use each interview opportunity to enhance the effective management of people. The interview skills course includes plenty of practical exercises for every interview opportunity.
What you will learn

· Assess the purpose of different types of interview 
· Undertake structured preparation for different interview situations 

· Use sound interviewing techniques to gather accurate information, interpret information and make decisions 

· Plan and conduct a range of interviews: selection, appraisal, feedback and counselling, disciplinary and exit.

[image: image3.jpg]




PLEASE CONTACT US TO FIND OUT MORE
TEL: 07905 598 165

